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The Annex provides project data for the 
construction of a permanent Records Center at 
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25 S 5anuSry 1954 


MEMORANDUM FOR: Chairman, Project Review boramittee 

THRU : Acting Deputy Director (Administration) 

SUBJECT : Submission of Project Providing for Construction 

of an Agency Records Center 

! 

i ii 

Attached for the consideration of the Project Review Committee 
is detailed information covering the proposed project providing for 
the construction of an Agency Records Center. The estimated cost of 
the project is $405,000. 


Attachment: 

Detailed Project Outline 
CONCURRENCES: 


N 

' Sheffield SdwarcTs"'' 
Director of Security 


Chief, 


General services Office 

I 


l 

j 

i 

5^ 


A/ 

Edward K. Saunders 


Date 


Comptroller 


25X1 A9A 



Date 


A/ 

James A. Garrison 
Chief of Logistics 




. ■ j 

Approved for forwarding to Project Review Committee. 


A/ 

L. K. WEKe 


Date 


Acting Deputy Director (Administration) 
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PROJECT OUTLINE 

25 January 195V 

Subject: Proposed Construction of CIA Records Center 
Sub-Project Identification: NA 

Amendment No * NA 

Originating Office: General Services Office 

a. Office Chief: Bxt, 25X1 A9A 

b. Branch Chief: NA 

c. Case Officer: NA 

Target Area : BA 

Type of Project: Administrative and Departmental only. 

25X1 A6A 

* 

TunS* Requested: $405,000 - Fiscal Year 195^ - unvoucbered. 

Current Status: lev. Hot previously considered by the Projeet 

Review Committee. 


\ 


SECRET 

* r 


i 


Approved For Release 2002/08/22 : CIA-RDR61 -0091 0A0001 00070003-0 

T ' 'I ■ * s 





Approved For F^glpse 2002/08/22 : CIA-RDP61 -009 lOAQC^I 00070003-0 


1* OBJECTIVE t 
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Tim establishment of an Agency Records Center at 

to replace the Interim Records Center now being op- 
©rated at Roeslyn, Virginia. 


2, ORIGIN and POLICY GUIDANCE* 

a. Origin* Public law 754 requires, in Section 506 b 
thereof, that *the i*oad of each ? ederal Agency shall 
establish and maintain an actic© and continuing pro— 
grara for the economical and efficient management of 
the records of the Agency* , * . 
b* Whence proposed* In headquarters* 

3* SITUATION t 

a* The federal Records Act (Public law 754) requires the 
establishment of a record# program within each Federal 
Department and Agency, which require# a# an end result 
that inactive records bo tranrf erred from office apace 
and filing equipment to record s-center-type of storage. 
The General Services Administration la now operating 
ten Federal Records Centers to which records are being 
transferred by government agencies doing unclassified 
work. The Department of the Army i3 currently storing 
1,496,000 cu* ft, of Array and Air Force records in 
three Army-operated Centers in the Continental United 
States, In addition, they operate five overseas 
Records Centers. The Atomic Energy Commission has 
constructed and operates its own Records Center, 
b* The CIA has an exemption from Public? Law 754, but it 
has been the express intention of CI4 to comply with 
the spirit and intent of all Acts of ; Congress, from 
which it enjoys an exemption. In addition. Public 
Law 253 requires the Director of CIA to protect its 
sources and methods of collecting intelligence from 
unauthorised disclosure* ^or that rqason, CIA material 
cannot be turned over to a General Services Adminis- 
tration Records Center and, therefore*, it is essential 
that the Agency operate lie own Recoils Center* 
c. The Interim Agency Records Center located at Rosslyn, 
Virginia, is a government-owned building on leased 
land and contains 20,000 sq. ft* of floor area. For 
Records Center purposes, thin bulldlx^ is expensive 
to maintain; does not provide adequate security; does 
not have proper lighting, heat or personal health 
facilities; and could not be expanded to meet future 
requirements* The cost of renovating this property to 
make it adequate and secure would be approximately 
$95,800, or 2% of the cost of new construction. The 
present owner is demanding return of his property on 
or about 30 June 1954* The building was erected in 
1943 by the Office of Strategic Services and these 
problems will undoubtedly involve litigation. In any 
event, the property must be turned over to the General 
Services Administration for disposal In accordance 
with existing goveraaent regulation#. As indicated 
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f . 


above, the hull dint? would not he adequate B ? r 

as a future Agency Record* Center because of location 

security, ."d very limited possibilities of *^P* n ® ' . 

the cost of Maintaining the building on a continuing ha»l*. 

including cost of security, wouli be apprOTCloatelyfB^w) 

per year^ which, with the renovation cost, will equal the 

cost of construction amort izel In 11-6 

The Agency now owns 16,733 pie<ce« of filing ecpii pmen 

w.3*. Sg-ygi’SE,, 

for previous years are as follows. 195° » 'Z* 

1951, 3,33^ pieces; snd 1952, ^,238 pieces. In 
perioi,the avemge increase in issuances overeach 
previous year is 38*. This rate of 0 T, e ^** te 

Sent will continue unless the Agency operates an adequate 
Records Center. 

The cost of microfilming 60 cu. ft. of records is 
i703.27- The sane volume of records can he stored 
in a Records Center for 43 year* for this amount of 
£atw. Since only shout 5* of all records are 
usually considered permanent It in expensive 
practicable to microfilm records as * 

Estimates Of the Agency’s 

annual records secretions and retirshle records are as 

f0ll0y * ? Present Records Holdings - 92.000 cu. ft. 
(Appendix A; 

Annua 1 Records Accretions - 20,000 cu, ft. 

He tirsble* Re cord a - 2^,600 cu . ft * . 

released to a records center after cMrpletior 
of an Initial Inventory of aUAgeney records. 
This ia equivalent to 3#^50 k-dw«er filing 
cabinet* vith a replacement coat of 
In addition, 8,000 cu, ft. can be retired 
annually thereafter, which will release 1,000 
cabinets each year, rallied at $235 000* 
(Appendix C) 


UW9 ♦ 

( 1 ) 

( 2 ) 

(3) 


4 . PROPOSAL 
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TO construct an Agency Bgff ^ 

2X7290 ttt ui ~ j “?£,« ■S£ t 5 , &!o5o!* 




reinforeod concrete at an estimated cost ® f ♦t*^i222i 
(See Appendix D) . »• *«• tohqaelected to provide 
for possible expansion tap to 60,000-70,000 »q rt * OI 
floor area. 


5. OPERATIONAL GUTLINK: NA 
a. Sub proposals or 


b. 

c . 

d. 

e . 

f . 


tashe - w HA 

Key personnel. KA , 

Indigenous group# and ; or leaders . 
Target groups « HA 
Duration . HA 

Graphic illustrations . HA 


HA 
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SECURITY: , 

a. 


b. 

Knowledgeability. HA 

c. 

Operational security . HA 

d. 

Rials . HA 

e . 

Personnel disposal. HA 

f. 

Disaster Plan. HA 


COORDINATION : 

a. Relation to ot her projects . 


Records Center 
be directly tie 


The operat io n of 


D Agency 
1 mould 


ia w uia jsmergeiacy pisa a* veil as 
tbe storage of vital documents vhicb are nov located at 
this Center. 

Significance mi thin over -ftll program in area. HA 
Extent of coordination- HA 


8. CONTROL; 


r 


b. 

% c. 


Nature of. The control of this, facility should rest 
vith the General Service* Office because it la an in- 
tegral part of the Agency’# Record# Maaagewent Program 
vhich must, of necessity come tinder the direction 
Of the headquarters personnel supervising that program. 

viii. t>e responsible ror the genera] administration of 
the Record# Center personnel, except as to selection, 
appointment and promotion. 

Administrative plan. Hot required. 

Reports. Internal reports vil 1 be required on volumes 
of records on hand, received, and destroyed. 


9* BUDGET DATA: 

a. Total over -all CIA funds required for Fiscal Tear 195%t 
$% 05,000 of unvouchered funds . 

b. Availability of CIA funds required, This item vas not 

* specifically budgeted for tbs reason that vhen the 195% 
budget vas prepared, the need for an Agency Records 
Center of the sire propose^ could pot be calculated. 

It is estimated based on tbe present rat of expendi- 
tures, that the General Services Office may make avail- 
able, vith the approval of the Director. $50,000 free 
Allotment Account Ho. % -6612 -20 Space, Maintenance and 
Facilities Division; and $50,000 from Allotment Account 
Ho. %-66l%~20 Printing and Reproduction Division. It is 
believed that these subs can be made available from 
present allotted funds due to a reduction in Agency per- 
sonnel for the Fiscal Tear 195% this reduction boa re- 
sulted in a reduction of space needs end has, therefore, 
■ate sums available that mere originally’ scheduled for 
alterations to office buildings to be acquired The 
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ra%a of asqperiditure for supplies for t te Printing and 
B o yr o dfa gtloa Division, Ctenaval Services Off let, indi- 
es too tba* tbs Ap»y need* ore not a* great os antic l- 

S ttfd for tto currant fiscal year* Ifee baianc * of 
05,000 sill be provtisii by tfat Acting Deputy Director 
for Atatnistratlon upon eoapletion of re-axaftinatlOB of 
tbs oms fsr Agency funis already* allocate! sbich is 
bov In proses* * It Is reeowasnda* thst the Preset Se~ 
view Csaeitte* sol tbs Director #n*mt approval of tbs 
projsct, subject to additional ftaoi* being recovered 
for this purpose ia the Mount ©f $ 305 , 000 , 
fca-CXA funds . HA 
yorsiga currency . M 


Finwieisl History" See Append is *, for Fiscs 1 tear 1953 
«o£ fiscal Tear 195* 

future ref ttirenents . It is aatiatatel thst the proposed 
Itee^jrd* Caster sill be sd* rousts for approximately five 
{Sp years and that at the and of that tie® an additions! 
O>000 t|. ft» will be rtq aired. It Is roughly estimate! 
thst ultimately the Agency vill re<prlre an over -all 
Records Center of from &),OO0-7O t OOr> ft, Appeal!* F. 


10 . 
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otppcet am* 

a. fatal CI A nerswrait 
(see c^mcu 


{gae concurr ence 

>J Hsmriff x; — iL 
; ^ CMwixnicetieaaa ♦ IA 


Adaioistrsftlre seap ort for this 
I is available. 


O^hsr CIA aaMssft* SA 

«. 9a0p9t% wffliwi fro* »t her Quito* Ststea agenclee . ia 


11. 0QRRAL C«BTDi®A’EiaRB: '- 

, a. Current status- An Inter!* Hoc erds Center is no* being 

Operated At Robs lyn , Virginia, frith the here elnlaua re- 
$ulreoente sending deodelen m this iropoeel . 
to. C s — t to rt ats ■ A tentative consltweut exists to release 
the Rose ly n Records Center p ro p e r ty toy 30 June 195 A . 
Therefore, to fulfill this caotiXtaeot, action should toe 
takes toy that date to relocate the Records Center If 
possible. . • 

e. Bffectivenes* • As of this date there toes bees trene- 

firrad Into the Records Center apjrosSestely k,6?0 ea. ft. 
<ff wwl«. Tit* sMMsf of records awld require 583 

fSfh-tyj* crsMort* for office OtOrege nth » value of 
4l3?,_00O. la addition, there Is smoxlaetely 6,3*3 
flfh. ft, «T Clssstfled eu&lesMtal fastrltoutloh ostcrlel 
utalfih Wild iMdn 790 file oiblneta vtth a reels eewent 
saint of $186, W0. 
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d. Ths proposed Record* Center of approximately 21,290 
sq * ft. costing $405,000 (Appendix B) will bouse 
*jgproxlwitely 40,000 odd cu. ft* Of record®. The ratio 
of 2 cu. ft. of record® for each ®q» ft. of »t® liable 
floor space aeets the einlaua standard® established by 
the General Service® Administration In the aeration of 
10 Federal Record® Centers. 40,000 cu. ft. of record® 

1® equivalent to 5,000 4-drawer Safe cabinet® valmed at 
$1,175,000. The net saving® resulting from a transfer 
of 40,000 cu. ft. of record® fro» office apace to a 
Record® Center would be $ 905 , 115 . (Appendix Q) 

e. Evaluation. The effectlven®®# of this project after con- 

struction could be evaluated by the cu. ft. of record® 
accepted into the Records Center and the number of filing 
cabinets released for other purpose®. Also, the volume 
of record® actually destroyed within the Record® Center 
itself would be another yardstick for the over-all pro- 
grass. i 

f . Policy questions. The principal question o** policy la 
the utilization of fund® for the cons traction of the 
Proposed Record® Center facility. The necessity for 
this construction ha® been previously sectioned to 
representative® of the Bureau pf the Budget- However, 
upon approval by the Project® Review Coaalttee and the 
Birector, the expenditure of fund® for this purpose will 
be specifically cleared with that Agency. The proposed 
construction la necessary to comply with the Federal 
Records Act (Public law 754), and provide adequate pro 
tectioa for the Agency's records, resulting in economies . 
sufficiently justifies the use of these funds. 

g. Congress. The Agency should be able to indicate to 
Qosgrass its compliance with the Federal Record® Act 
(Public Law 754). Security-cleared representative® 

s of the General Services Administration responsible for 
the governwent-wide records prog r a m are in constant 
touch with us in regard to tbs development of CIA’s 
Record Program. 

h. Extra-Agency action. WA 

1 . Proprietary companies . BA 

j . Special consideration® . BA 

k. Liquidation . BA 
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PRESENT RECORDS WlDimS 


It Is estimated that the Agency now has in its possession 
92*000 cu* ft* of records. The following factors are the 
basis for this estimate* 

| 

1* Total amber of pieces of filing equipment in 
the Agency - 16*733* 

2. The average capacity of the various types of 
filing equipment - 5*5 on* ft. 

3. Factors offsetting am another* such as* 

(a) Space In fi l i ng equi p— at utilised 
for overnight storage. 

(b) Records maintained In places other 
than filing equipment, such as on 
she Ires in vaulted areas. 
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APPOTDH B 

AIUUAL RECORDS ACCRTPICWS 


It is estimated that record* created and accuaalated by the Agency 
wuld amount to as annual accretion of 20,000 <ra. ft. This appear* 
to he a reaaonable figure in view of the following i 

1. Personnel in the national ArchiVesand Records 
Service stated that an estimated If ctu ft* of 
record* are accumulated for each person esployed 
by an Agency. The experience of the Rational 
Records Msna g— a ct Connell in Industry, indicates 
that this figure is approximately 2 cu. ft. 

f 

2. Purchases of filing eq uipm e nt in 1950 td th a 
capacity of 12,200 cu. ft.j 1951, 16,300 cu. ft.j 
1952, 23,300 cu. ft. 
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&ETLRABLK RECORDS 

A. It is estimated that of the 92,000 cm. ft. of records in to* 
Agency, yy%, or 27,600 mi. ft., could be nasaced atterjks 
Initial Inventory and appraisal. »iia pastjaatage apP© 3 *© to 

be conservative cm to# basis of: 

1, Records inventories of the Gerwrap. Services Office 
and Office of Operation*. Contact Division, *je 
inventories ehowed that 68£ of toe records of General 
Services Office and JZ% of those of Office of 
Operations, Contact revision could be released to a 
Records Center. 

2 An ©stiaato, in tlie Hoover Corrtlaslon Report, that 
over 50S of all C*ovornr?®nt records aecumlations 
could be released* 


3. 1 be release of as mch as W> In iiKtetzy ** **- 

parleyed by the national Record* Mana^seot Co^aoiX* 

27*600 ou* ft* of reconio is equivalent to U-drawer filing 

cabinets valued at j3lX>,G0O. 

B» It ia ostia* tod that a *d am of records equlvaleot to b&% of 

the 20*000 cwu ft* annual records accretion^ or 8*000 on* ft* *, 
can be transferred to the Records center year after the 

effective date of a schedule for t£* ^ratfemattc retlrwaant of 
inactive records* 8*000 ©a* ft* of recwihi if s^xivalent to 
I t OOO Wrawer filing cdbineto valued at 6235*000* 


tier* la no areHebe experience on Vhich to base this estimate* 
Umevar* it is reasonable to aasurac that « large percentage of 
records 3* I4, 5 or r»rs years old will rot be needed for fr©~ 
ment reference* At presen it la difficult to rettx^j Agency 
rdowpdf to a Records Center Decsuse current records are waiwily 
interfiled wi th ncsn^-Current records* Once procedures for the 
automatic cut-off wad retirement of files are established, the 
current records will aute^ Ideally be segregated fresa those that 
sre aaEV<urrontj which will overcome tile difficulty* 


a 1b© estimate of a voluwe cf records equivalent to l£# of the 
ffp ml accretions allies to tv>n-curr«nt records, which ier be 
as much m ten years old* and not to current records* 
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COST ESTIMATE OF PWOSH) KKCOfOS BUILDim 


Building: 


Gross Areas 


Volume i 


Baseissnt and one story; artarier of 
reinforced concrete vails; reinforced concrete 
flat si* ttm (with monoliti4c floor 
finish); concrete naaonry unit parti tioas; 
exposed concrete ceilings (padhtsed); asphalt 
tile flow in offices and diuioboia; cmmxt 
flal* elsewhere; fluorescent lighting 
throughout (secondary current); air conditioned 
with iwr&dity control and forced air heat; 
security alana i^atotn (no spridklsra); 
hydraulic elevator. Provisions for additional 
story. Contract to include installation of 
solving furnished 1 rj Goverrtient. 

Baaosaeat 10,320 sq. ft. 

1st Floor 10,970 " * 

' &t * 1 23.290 eq, ft. 

Approximately 320,000 cu. ft. 


g 3 T I H A T E 


Construe tion 

Air Conditioning md Heating 

Fluorescent lightly Fixtures 

Electrical Vfcrk (Secondary Current) 

Security Alarm 

Hunting 

Elevator 

Approaches 

§§§§§§§§1 

fp^'a'a 

BSHKA7ED COIlsmUCilOH COST 

385,000 


, n go»ooo 
WtejBSB 

Baduct fren above for brick tm& 
clinch masonry unit backing* 

% 

with 

120,000 
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Tiacal Tear 1953 


1 2b-hr. guard poet 
Annual lease 
Operation It Maintenance 
Total 


t n , 020.01* 
10,500.00 
6.962,00 
$ 1 * 0 , 1 * 82 . 01 * 
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Fiscal Tear 1951 


(1* no. pro- 
rated fro* above) 


8 13,1»^i.oo 


Roeslyn 

1 2t-hr. guard poet 
Annual lease 
Operation & JfcintenaAce 
Total 


*1*020.01* 
6,000.00 
7.1*1*0.00 
8 l*7,95i.0 1* 
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RSCCRD6 CKKTKR CAPACITY REQUltSIfiSHTB 


t+ 4a «•«+.! rated that an Agency Record* Center of 21,890 sq» ft*, 

with » capacity of approxlrately W5,000 cu.rt.ot I^SShe^hitlb* 
in shout 5 yesrs. There are no experience ttgures available, hut the 
following factors ware considered in arriving at the estiaate. 

(a) Total Agency records holdings - 92,000 cu. ft. 

(Appendix A) 

(hi Annual accretion of records - 20,000 cu. ft. 

(Appendix B) 

(c) Annu al voluae of records to he retired - 8,000 
eu. ft. (Appendix C) 


(d) Capacity of Record* Center - W5,OO0 cu. 
(Appendix 0) 


ft. 


<•> 


(f) 


<g> 


The coopletion date of initial inventories of 
present record holdings and the devalopaeat of 
the related records control schedules. (A aini- 
wat of 2 years to cover the entire Agency . ) 

The tine required and the extent o^ succeaa in 
c hanging present ays teas to provide a nnu a l «t- 
offsvhlch will perait syateaatie periodic retire - 
aent of records. 


voloae of reoarda which: 

( 1 > 


C ar he destroyed hy offices without 
trtsifer to tbs Outer* 


(2) Transferred to the Center and destroyed 
after retention period* of 1 or acre 
years. 


Transferred to the Center for perns neat 
retention in present fora. 

i 

t 

Transferred to the Center for aicrofila- 
ing far peraanent retention. 
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<3) 

<*> 

In view of the above eonslderatiopa, it appea rs te at the wlU 

hava to establish and operate a Records Center of fro* 60,000 to 70,000^ 

(n ifl ta 20 y»«rf . il^ioarib stub t retail «Msst osanot be 
fSilr iostiffsd st this tine. For this rssson* * cooeervetlre epproeeb 
SHhe^tebll.bKiit of a 21,290 **• ft. Kec«4* 1» eoch 

m mvmr ttet it esn be remdily expended to eeet future peods . Tbie 
ion is possible is * building constructed | 


: 
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ccMoaiTira cuotative cost or cm® *» 

FECdBfis CEinSE STCRAGE Of ISACT37S ACEBCT KECCKD6 


Inactive 

Record* 




1956 

1957 
195« 


1. 


\ 


fHeUS. 


8*000 
16*000 
24,000 
32*000 
40*000 y 


1,000 

2*000 

3,000 

4,000 

5,000 


Cab. Replace 

m\ late — 

$ 235,000 

470.000 

705.000 

940.000 
1 * 175,000 


OFFICE STORAGE 

SET Space 


OfflD* 4tca> 


jssL . 


11,400 

34*200 

68)400 

114,000 

171,000 


* 246,400 

504,200 
773,400 

1.054.000 

1.346.000 


COTTER 

STCRAOE 

Eijulpoant S3 

Gliding Port 37 

4412,177 

419,354 

426,531 

433,706 

440,685 


#165,777 U1m») 
84,846 
346,86, 

620,296 , 

905,115 V 


3. 

4 * 


It is estimated to 

transferred to ^led to ospscity to aboat 5 7®*** 

figures todlcate that ^ wm of records to ^retired 

that tins «*panei<a vlll of Inactive wcorda to be housed 

will continue at the StZTttoe first few year# of *P«ratto»* 

will accunalate at a aawWhat reduced rrt* ™ of Records Centre! 

This will be ^ee arapl upon the expiation 

Schedules under vhtoh a ^ of^waponaible oftlcae^ 

of established retention periods apprewea v? 05IlfWiB w 

•a— * wr 4 n r atio of 2 cm* ft* of records for 

Records Center capacity to anaoe This is 0 *»<»«■— figure established tqr 

every 1 eq. ft. of oint^Tlt takes into consider- 

the GSi in the operatic. * 
a tlcp the space needs for aielee and offices. 

Includes an ssU-rt* #405.000 for obstruction aed the coat of the storage ^ 
n«nt for the accretions of each year. 

In ccnpotta* the » «^ge. Senwe *? *■ 

not accounted far because this eootjrtll » ■«* to nSntaln and eerrlee 

aolarles of °ffi«* Jh 1b raqniiod tdwa the reoerds are stared In 

Inactive records In office sp—e tnan ie rwiim^ 

a Records Center* 
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